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RECORDS MANAGEMENT
FORMS MANAGEMERT - NMERICAL FORMS INDEXES

This Notice Expires on 31 December 1955

1. PURPOSE AND SCOPE

This notice provides a nuwerieal Iliating of all spproved standardized
forms currently used by the Agency (attachments 1 and 2) together wilth
other descriptive data of interest to users. It also lista all forme
obsoleted aince issuance of the previouwe index, shows disposition of
stocks and indicates replacement forms, where applicable (see attachment
3). Forms listed herein &8 current will be used in lieu of similar non-
gtandardized forms. Prior to initiating requeats for spproval of new
forms, users will satlsfy themselves that no similar and satisfactory
standardized form is available. Users are likewlse encouraged to adapt
exlsting forms to a wider scope of ussge whenever fessible. Should the
scope of upage of a form which 1s not centrally stocked so increase ss
to make centralized stocking sdviseble, such recommendation showld be
made to the Forms Management Brauch, Records Management Division, Man-
agement Stafy.,

2. CURRENY KMERICAL . FORMS INDEX
&, ARRANGEMENT

{1} cIA Forms

Prior to 1 July 1954, all form numbers included a prefix muber
fudicative of the officcof primsry interest. At that time,

& revised numbering systom beceame effective vhich will eventuslly
eliminnte ell prefix numbers, esteblisbing in thelr plece n
atraight sumerical sequence of form numbers. Forme which hsve
alresdy been numbered under the new system are listed first,

in pumsrical order, in attechment 1 folliowed by thosge forms
gt1ll bearing the old prefix numbers.

{(2) Standerd Forms snd Other Government Agency Forms

Certaln Stemdard Forms and other CGovermment agency forms have
been declered to be applicsble to, and are prescribed for use
by CIA. Such forms have the ssme scope and authority as CIA
forms. Attachment 2 contelns these forms grouped by Agency or
category in slphsbetical sequence. Formsg are listed mumerically
within eech group.
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b.

EXPLANATION OF COLUMHMAR HFADINGS

(1)

{2}
(3)

(1)

Form No. - The number assigned to identify forms of this Agency
or ancther (Govermment agency which are spproved for CIA use,

Dete - That of the latest edition prior to date of this notice.

Title - As printed o the Porm. If form is not titled, &
desoriptive statement of fPunetion or content.

Unit - The unit of guantity in which each form ia procured,
stored, requisitioned and issued. A number following the unit
represents the murber of cut sheets, sets, or multiple pages
conteined in a bookiet, booklet set, pad, or padded set. The
verious units are defined ss follows:

{2) Bk {booklet) - A book consisting of cut sheets normelly

bound between heavy paper covers.

(v} Bk/2 (booklet sets) - A book consisting of mdtiple-page
forms or sets of forms normelly bound between heavy paper
COVErS.

(c) Card - & flst stiff plece of paper or pesteboard normaily
used for £iling Trequently referenced data both viaibly
and vertically; also for postal cerds; ete.

(d) ¢/8 fcut sneet) - Unbound single sheet

(e} D/1/5 (Ale-impressed stencil) - 4 staniard stencil with
& pre-impoeszed format permltilng simuiteneocus reproduction
of both the formmt and filled-in informaiion.

{r) Lgpmg, - A small plece of paper which mey be used Por fdentd-
fication, shipping, or simiiar burposes, usually with e
gumed Cr adhesive back suitable for effixing o equipment,

boxes, packeges, envelopes, or folders.,

(g) H/P (motiple page) - An individusl foru counsisting of
two or more dissimilsr pages usually bound or fastened to-
gether,
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() oM (offset mester) - A preprinted msster designed for use
cu offset lithogrephic presses, ’

(1) 0z/M (ozsalid mester) - A preprinted master designed for
use on an ovalld machine,

(3) Ped - Cut sheets of the same form, usually glued together.

(k) Set - v ciiginal and cne or more attached copies which
may be filled in, coopletely or rartlally, in ope operstion.

£

(1) P/s (padded sets) - & number of sets usually glued together,
(m) E/M (hectograph mester) - A preprinted master designed for
use on hectograph (ditto} duplicators of the “"spirit” type.

(n) T/C (tab card) - A rlat, stiff plece of paper or paste-
board processed only with special business mschines or systems
equipment, such as IBM, Burroughs, McBee, Reddngton-Rand, etc.

{o} T/P (tab peper) - Continuous aingle sheets or gets processed
only with special business machines or systems equlipment,
such es IBM, Remlington- » Bl

{r) ‘ez - A heavy piece of paper, pasteboard, or cloth designed

for attachment to articles by a string, wire tie, or similer
type Iastensr.

(5) 9 - Indicates form is centrally stocked by Bullding Supply
Ufficers.

{6} N - Indicates form is not centrally stocked. Supplies of such
ltemz are mainteined by carigizmt‘ing offices only.

{7) Reference No., - Indentifies the Agency regulatory issuspoe
(Regulation, Kotice, or HB) or intra-office 1ssusnce || NNEGN 25X1A
which prescribes or implements the Porm's use. References to
other Govermment agency regulstory and administretive lesuagces
are included when applicable,

(8) FC - Functional Code Wo. - Each form iz assigned one or more
of the following mmibers indicating its basic funetion{s ).
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Yo, FUNCTION No. FURCTION
1. Accounting, Accounts, and 26, Medicel
Audita 27. O¥ligations
2. Action 28, orders
3. Allotments end Allocetions 29. Passen and Pess and Admissior
k.  Applicants, Applications ’ Records
Appointments, Fersonuel, 30. Payroll and Time Records
end Personsl Teta 1.  Production
5s  Approvals 32, Puwchase
6s Attendence and Leave 3J. Receipts and Recelving
Te Charge-cut and Filing 4.  Recrultment
Devives 35. Reference Index
8. Check Sheets 36. Reports and Statements
9. Clearasnces 37+ Requirements
10. Coding 38. Requisitions and Requests
11. Contsct, Liafson, and Iu- 3%, Rosters and Strength Reports
terview Lo,  Routing, Signatwre, and
12. Contracts end Agreements Memo Sheets and Slipe
13.  Control and Follow-Ups 41,  Schedules
4. Demsge, Destruntion, b2, Stetus
Salvage, and Loss b3.  Surveys, Studies, Investigae-
15. Delivery, Dlaposition, tiona, and Inspscticns
and Distribution b,  Telecomwnnications
16, Disbursements k5.,  Training
17. Examinetions and Testas he.,  Transters
18. TFile Sidps 47.  Trensmittals
19. Indebtedness 48, Pravel, Transportation,
20. Irformation Requests R and Shippivg
Reports, and Records 49,  Vouchers
21. Tostructions 0.  Work Sheets, Charts, snd
22, Inventories Oraphs
23. Letterhesds
24, leogs and Registers
25. Mall, Courler, and

Hespenger

(9) OPT - Office of Privecvy Iuterest. The following code numbers

have been assigned as & mesus of deslgnating the office primerily
Code

responsible for origination and development of a form.

nunbers are completely flexible snd csn be modified to meet

changing orgenizetion or other requirements.
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